AUTOMATION 


All Directions Point to A Future of Opportunities, 
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Don Spencer 
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Good Forms Management Improves Productivity, 
W. James Russell 

Growth Predicted For Forms Industry 


CONTROL BOARDS 

You Can’t Manage Properly Without Visual Controls, 
Leslie H. Matthies 

COPYING MACHINES 
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Considering a Copier? Buy With an Eye to the Future, 
Raymond L. Boggs 
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NASA Demands State of Art Technology In Copiers 
Using Various Copiers To Expedite Mail Delivery, 
Floyd Cormier 
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William M. Lehman 
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DATAFLO 1500 
ELECTRONIC COPYHOLDER 
IMPROVES 
4 PRODUCTIVITY 
AND REDUCES 
OPERATOR 
FATIGUE 


Dataflo frees bothhands 
ofthe operator for 
full attention to the 
keyboard as copy 
control rs foot actuated 
© Advanced line guide system of wide angle magnifying bar that 
makes copy highly visibie. reducing both errors and fatique 
Built-in fluorescent light provides spotlighting tor 
locusing attention on copy 


save $50.00 Now $99.00 


SEND IN YOUR ORDER TODAY 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
DATA CONTROL SUPPLIES, INC./1331 Halsey St., Broklyn, NY 11237 


FURS CADDY 


It handles your forms instead of you handling them. 
It changes lorms last—does away with heavy lifting. 
Periect for handling payroll, invoices. work orders. etc. 





CADDY guaranteed 
jor 5 years. 


$55.00 Ea. 


BUY 4 FORMS CADOYS AND 
RECEIVE A FORMS 
CADDY HANOLE FREE 


“8 


MODEL 1114S 


SEND IN YOUR ORDER TODAY 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL (212) 497-4004 /CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
DATA CONTROL SUPPLIES, INC./1331 Halsey St., Brooklyn, NY 11237 


Word Processing 
DUPLICATOR STENCILS 
every time 





® Ultra Sensitive Stencil film 

® image on Any Impact Printer-Stencils will work per- 
fectly with print wheel, thimble, matrix or electronic 
typewriters and printers 

®Large Volume Reproduction- 

® Available For A.B. Dick Gestetner, Rex Rotary and 
Roneo Duplicators—specify mimeograph machine 
model when ordering 

® Continuous Form Stencils. 

® Two Year Guarantee 


| Quantity i Price | 


caren | $12.50 | 


for all stencils available 


Single sheet 
W.P. stencil 


j 
).B. Factory, Brooklyn NY 


SEND IN YOUR ORDER TODAY 
QUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL (212) 497.4004/CALL TOLL FREE OUTSIDE NEW YORK 1.800.221 0936 
DATA CONTROL SUPPLIES, INC./1331 Halsey St., Brooklyn, NY 11237 
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ARCHIVES STORAGE RACKS 


For efficient storage of older records in file boxes and 
transfiles. Rack sizes in stock to fit all standard box 
sizes, where ceiling height permits up to 7 levels (15’ 
3°) high. Store the entire contents of a 4 drawer file in 
as little as one square foot of warehouse space! Write 
for free catalog. 


SCOTLAND RACK, LTD. 
2351 Wyandotte Rd., Willow Grove, Pa. 19090 
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SYSTEMS & PERIPHERALS 
“BUY & SELL” 


VS 
OiIS 
WPS 
2200 


Guaranteed 
Eligible for Wang Maintenance 
Send for FREE Catalog Today! 


617-547-4005 
800-892-9230 


139 Hampshire Street 
Cambridge, MA 02139 


E.L.1. SYSTEMS 
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How long must you keep 
important papers? 
Write for free booklet, 
RECORD RETENTION 
TIMETABLE, describing 
Retention Periods as 

required by government 
authorities, and how to 
dispose of records safely 
without loss or worry! 

The MOST in Paper 
Shredders. On 

your business 

letterhead,. 

please. 


SHOWN 2-WAY 
SHREDDER 


to i. ; 
Electric Wastebasket Corp, 145W. 45th St., N.Y. 10036 
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Are We Able and Willing to Communicate Electronically?, 
John C. Lyons 

Promote Use of Electronic Mail ‘s Goal of New Association, 
Michael F. Cavanagh 

Electronic Mail: Will It Work On Your System?, 
Russell L. Kelly 

E-Mail Costs Vary, Says Report 

High ’Phone Costs a Boon to E-Mail 

Electronic Mail, "Phone Are Avenues of Profit 


ELECTRONIC TYPEWRITERS 


Electronic Typewriters Offer Flexibility at Modest Cost, 
Raymond L. Boggs 
The Office Buyers’ Guide to Electronic Typewriters 


EQUIPMENT BUYING & MAINTENANCE 
Your Office Products Dealer: a True Source, 
Jed Casey 


FACSIMILE TRANSMISSION 


Telex Expansion Adds to Text Terminal Use 


FASTENING SYSTEMS 
The Stapler Keeps Pace 


INFORMATION MANAGEMENT 


In Sight: a Truly Integrated Information-Processing World, 
Gerry Walter 

The Information Revolution And the Facility Manager, 
George T. Trayer 

Information Media-Management Systems in Automated Offices, 
David Wright 

An Information Management System That Went To Court 


LIGHTING 

Office Lighting Is More An Art Than a Science, 
Howard Brandston 

Glare-Free Lighting for the Video-Terminal Environment, 
Arthur Schnure 


LOCAL AREA NETWORKS 


Some Ideas to Consider in Seeking a Local-Area Network, 
Charles H. Geisier 


MAILROOM SYSTEMS 


A Watershed Year for The U.S. Postal Service, 
Richard W. Coughenour 

This Mailroom’s Objective: Service With An Eye on Cost, 
Ernest W. Ryder 

Sorting Mail Is Easier With Reusable Envelopes 

A Corporate Mail Center Tailored To Many Needs, 
Sylvia Costa 

Mailroom Operations Need a Professional Approach, 
James C. Elledge 

Transforming a Mailroom Into a State-of-the-Art Service 

Insurance Checks Sped By Mailing Machines 

Presorting by Zip Code Speeds Mail Processing 


MICROGRAPHICS 

Micrographics: Key Player In the Integrated Office, 
John P.. Luke 

New Micrographic Technology Must Meet Real Market Needs, 
J. Raymond Sutcliffe 

Microfilm Jackets Bring Order to Filing System 


The Office Buyers’ Guide to Micrographic Readers & Reader-Printers . April 
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OCR 


OCR Networks: A Concept For Greater Productivity, 
Herbert F. Schantz 


OFFICE ENVIRONMENT 

Guidelines for Health and Safety in the Workplace, 
Philip J. Hendrickson 

A Holistic Approach to White-Collar Productivity, 
Charles T. Smith, Jr. 

Altering the Corporate Image of Office Professionals, 
Paul D. Oyer 

Ohio Corporation Solves Its Smoking Controversy 

Survey’s Bright Outlook: Sharp Rise In Employment 


OFFICE SPACE & DESIGN 


Designer and Client: Closing The Communications Gap, 
Eugene M. Daniels 

Interior Design: a Process That Affects Performance, 
William Richards Whaley 

Planning And Designing The Office Environment, 
Hester S. Jones 

Tax Act Spurs Development of Condominiums As Offices, 
Kenneth D. Laub 

Study Sees Growth in Design 

Furnishing That New Office Calls for Expert Advice, 
Avrum R. Vinick 

Design Field Is Making Greater Use of Computers, 
Thomas Frank 

Corporate Headquarters With a Mission in Mind, 
Darrell B. Wolff 

Open-Plan System Answers Caii for Power Distribution 

How to Design, Build and Occupy in 90 Days Flat 

Today’s Color Schemes Reflect Changing Times, 
Jack Lowrey 

Creating Interiors That Live With Technology, 
Nina Hughes 

Color Can Work Wonders in Setting Your Office Mood, 
Andrea Ruoff 

Functional Interaction in Successful Space-Planning 

An Office Move Affords the Opportunity for Improvement, 
John B. McMaster 

New Headquarters, New Look for Public Relations Firm 

Architectural Firm Uses a Computer in Planning Space, 
S. J. Miller 

Offices Designed for Today’s Communicators, 
Jeff Krieger 

New Administrative Center for Notable San Diego Zoo 

Cost-Effective Design That Enhances a Corporate Image, 
Jeffrey H. Simon 

At Merrill Lynch, Back Offices Are Also Important 

Live Plants Complement the Office Environment, 
John Mini 

Bank’s Interior Design Reflects Suburban Location 
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PACKAGE DELIVERY 


USPS Offers Its Customers Many Ways to Save Dollars, 
Gordon Morison 


PAPER HANDLING 
Thermal Printing and Its Effect on Office Papers, 
Mark Lillge 
Special-Use Office Papers: How to Select Them Wisely June, 104 
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SALES MANAGER 
WANTED 

for growing, long-established 
small company in office auto- 
mation field. Interesting chal- 
lenge, exceptional opportuni- 
ty. Mid-Atlantic state location. 
Candidate must have direct 
selling and sales supervision 
experience, know the office 
field well. Send history to: 
Dept. A, Office Publications, 
Inc., P.O. Box 1231, Stam- 
ford, Conn. 06904. 




















8% Electronic Specialists, Inc. 
| 4171S. Main, Natick, MA 01760 (617)655-1532 
Toll Free Order Desk 1-800-225-4876 
MasterCard, VISA, American Express 
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ISO-1 ISOLATOR 

3 isolated sockets; quality 
suppression; basic . $81.95 
ISO-3 SUPER-ISOLATOR 

3 dual isolated sockets; 

commercial protection, 

ISO-17 MAGNUM ISOLATOR 

4 quad isolated sockets; suppressor; 
iabicanney grade protection, . $213.95 
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OVER THE YEARS 
YOU'VE CALLED 
SMOKING 
SUAVE, CHIC, 
SMART, COOL, HOT, 
HIP HEP 

SWANK 


NATTY, 
SHARP BOSS, 
KEEN, IN, 
FAR-OUT, NEAT, 
GROOVY 


t 
SWELL, & ULTRA. 


Once and for all. Because, the fact 

is, smoking’s not stylish. It’s foolish. 
And a major risk factor leading to 
cardiovascular disease as well as other 
serious health problems. 

For information and ideas to help 
you — or those you love — stop 
smoking, contact the American Heart 
Association. Today. 


WERE FIGHTING FOR 
YOUR LIFE 


American Heart 
Association 








PERSONNEL MANAGEMENT 
Right or Wrong in Employee Relations Jan., 82; Feb., 68; March, 92; 
April, 92; May, 100; June, 92 
Are Human Resource Needs Barriers to Technology?, 
Gerald H. Slotnick 
Remove the Impediments To People Performance, 
T. J. Springer 
Methods Are Changing; So, Too, Are Employees, 
Don M. Avedon 
Management Problem: Employee Lawsuits ................ March, 72 


PRINTING/TYPESETTING 
In-Plant Printing Managers Are Corporate Contributors, 
Robert D. Baker 
Typographic Print-Out Offers Added Value at Reduced Cost, 
George A. Boucher 
A Demand-Print System Works Well for Litton, 
Ameeto S. Cici and Craries G. Scnmetter .. 1. ec eee d June, 86 
Valuable WP Time Saved by Electronic Printers 
State Group Gets Quality Four-Color Work In-House June, 148 


RECORDS MANAGEMENT 


An Automobile Association Adds Color-Coded File System ...... March, 46 
Inventory Control Is Key To This Firm’s Profits March, 132 
An Automaicd Filing System For Improved Records Access April, 19 
Records Managers Can Appraise Corporate Needs, 

Jean M. Ciura 
How to Install a Color-Coded Terminal Digit Filing System, 

C. Sue Callahan and H. Michael Gunther 
Improving Control of Records Became Our Major Challenge, 

Kenneth C. Morrell 
Records Administration is a Management Priority, 

Kay F. Gow and Betty R. Ricks 


SOFTWARE 
High-Quality Software Can Have a Very Positive Impact, 
David Didising 
Focus On Software, 
Thomas J. Hargadon , 26; Mar., 34; Apr., 90; 
', 26; June, 34 
Applications Software Package Purchases Up 
Software Is Taking Off and Not A Moment Too Soon, 
Richard Dalton 
Microcomputer Software: $6.5 Billion Market Seen 
Software Selection In Implementing a System 


TELECOMMUNICATIONS 


Managing Telecommunications Is a New Office Requirement, 

George L. Hancock 
Unparalleled Opportunities In This Confusing New Era, 

August H. Blegen 
Satellite Systems Offer Cost-Reduction Options, 

A. Fred Dassler 
Telecommuting: An Idea Beginning to Catch On, 

Gil E. Gordon 
CRT Phone Terminals in Growth Period 
Computer and Business Equipment Manufacturers Association 

Scores Proposed ’Phone Legislation March, 87 
What Teleconferencing Adds, Not Eliminates, 

Patrick S. Portway April, 101 
Growth of Telecommunications Studied April, 115 
Telecommunications Insights, 

Alan H. Jordan .» 90; Feb. 61; Mar., 87; 
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New variable rate 
U.S. Savings Bonds 


guarantee 
investment growth... 


The employees 
at HONEYWELL 
keep their future 

plans on target 

when they rely on 
the Payroll 
Savings Plan. 


thts ay 


Ray Wilkinson — “As an investor I seek return and 
security. When looking at other competitive forms of 
investments, such as money market funds, U.S. Savings 
Bonds performed better and were more secure." 


Aggie Anderson — “Purchasing Savings Bonds is 
an excellent way of saving for emergencies or future 
retirement. | like the fact that the interest is not taxable 
until the bonds are cashed.” 


Kathryn Mao — “I buy U.S. Savings Bonds to sup- 
port our government and to save for my kids’ college 
education.” 


poe in America. 

Director of Sales 

] U.S. Savings Bonds Division 
Department of the Treasury 
Washington, D.C. 20226 


Yes, please send me Free 
] information about the Payroll Savings Plan. 


Brame 
t Position 
| Company 
| Address 


City State Zip 
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TELEPHONE SYSTEMS 

A Telephone System With The Future Well in Mind 

Managing Incoming Calls Is Major Operational Concern, 
Jess C. Reed 

Cellular Radio Telephones: Old Idea With New Concept, 
Joseph Tokarz 

Europe’s Use of Cellular Radio Grows, Says Study 

Motorola Markets Ceilular, Battery-Operated Telephone 

Leasing: Viable Option in Telephone System Financing, 
Gerald W. Carson 

Digital PBX—the Conduit For Integrated Offices, 
Gordon R. Gordetsky 

Telephone System Is Key to Agency's Efficiency 
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TEMPORARY HELP 

Temporary Employees Can Ease a Critical Shortage, 
Lawrence E. Derito 

The Role of Temporary Employees in Serving the Records 
Management Area 

Temporary Help Services—Who Uses Them and Why 


TIME RECORDING SYSTEMS 


Guidelines for Selecting A Time-Recorder System, 
William E. Jastrob Bio. 
Time-Accounting System In a Major Hotel Chain 


March, 136 
March, 148 


VISUAL AIDS 
The Spoken Word Can Be Enhanced By Visual Aids, 
John B. McMaster 


WORD PROCESSING 

Office Applications for Word-Processing Management, 
Effie H. Jackson 

The Many Facets of Word Processing in the Office, 
Jacqueline Joner 

Stand-Alone Word Processors: Are They Really a Bargain?, 
Margaret M. Taggart 

Records Management With An Office Word Processor, 
Carol A. Becker 

Six Stages In Developing a WP System, 
Dwight W. Clark and Barbara M. Compton 

Meaningful WP Reports Are The Norm At This University, 
Linda Roland 

Integrating Word-Processing In a Secretarial Operation, 
Cathy Foster 

Versatile, Economical WP for the Smaller Office, 
Catherine M. Meurer 

Word Processing’s Role in Research and Development 
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